¢

LAWRENCE
LIVERMORE
NATIONAL
LABORATORY

UCRL-AM-210374

Indoctrination and Training of
PersonnelQuality Implementing
Procedure ID: OSTI-LLNL-QIP-2.0,
Rev.0, Mod.O

V. J. Barish, L. A. Gouveia

March 10, 2005



Disclaimer

This document was prepared as an account of work sponsored by an agency of the United States
Government. Neither the United States Government nor the University of California nor any of their
employees, makes any warranty, express or implied, or assumes any legal liability or responsibility for
the accuracy, completeness, or usefulness of any information, apparatus, product, or process
disclosed, or represents that its use would not infringe privately owned rights. Reference herein to any
specific commercial product, process, or service by trade name, trademark, manufacturer, or otherwise,
does not necessarily constitute or imply its endorsement, recommendation, or favoring by the United
States Government or the University of California. The views and opinions of authors expressed herein
do not necessarily state or reflect those of the United States Government or the University of California,
and shall not be used for advertising or product endorsement purposes.

This work was performed under the auspices of the U.S. Department of Energy by University of
California, Lawrence Livermore National Laboratory under Contract W-7405-Eng-48.
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1. PURPOSE

This Quality Implementing Procedure (QIP) establishes the responsibilities and processes of the
Office of Science & Technology and International (OSTI)-Lawrence Livermore National
Laboratory (LLNL) Project to ensure minimum requirements for personnel education and
experience are met, proficiency is achieved and maintained, and capability to adapt to changes in
technology, methods, or job responsibilities is maintained.

2. SCOPE

This QIP describes the indoctrination and training responsibitities of the OSTI-LLNL Project to
meet the requirements of the OSTI-LLNL Quality Assurance Plan (QAP) which implements the
U.S. Department of Energy (DOE) Office of Civilian Radioactive Waste Management
(OCRWM) Quality Assurance Requirements and Description (QARD), DOE/RW-0333P. This
procedure has been prepared in accordance with OSTI-LLNL-QIP-5.0, Preparing the Quality
Assurance Plan and Quality/Technical Implementing Procedures.

This procedure applies to OSTI-LLNL technical personnel and Quality Assurance (QA) technical
support staff who perform or verify scientific investigation activities, and software development
activities, and personnel who manage these activities. This procedure also applies to non-LLNL
personnel conducting quality-affecting work on the OSTI-LLNL Project under OSTI-LLNL
supervision.

This QIP does not apply to secretarial, clerical, administrative, or computer support personnel.
These personnel may attend QA training if the Project Manager (PM) (or designee) requests it.
Authors of QIPs and Technical Implementing Procedures (TIPs) do not require training to those
procedures.

3.  PROCEDURE
3.1 Establishment of Requirements
The PM/Deputy Project Manager (DPM) (or designee) shall:

3.1.1  Establish the indoctrination and training requirements necessary for OSTI-
LLNL personnel to work. As a minimum, QA Indoctrination and Training
shall consist of an overview of the OSTI-LLNL QA Program, the OSTI-
LLNL QA Plan, applicable criteria, codes and regulatory standards, and
specific training to implementing procedures applicable to the work.

3.1.2  Ensure OSTI-LLNL personnel who possess previously documented
indoctrination and training (including personnel working for the LLNL-
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3.2

3.3

3.1.3

3.14

3.1.5

Yucca Mountain Project), meet the requirements of the currently assigned
job functions.

If personnel from another organization, are conducting OSTL.LLNL quality-
affecting tasks, coordinate with that organization to detertiine whether
additional training requirements apply, and if needed, document the training
in accordance with Section 3.4.3.

Revise training requirements if changes in technology, methods, job
requirements, or employee performance warrant.

Ensure that indoctrination and training are completed prior to personnel
performing quality-affecting work.

Documentation of Requirements

3.21

3.2.2

3.23

3.24

The OSTI-LLNL Training Coordinator shall maintain a list of all OSTI-
LLNL personnel who are involved with quality affecting work, by Position
Description (as described in OSTI-LLNL-QIP-2.1, Establishment and
Verification of Required Education and Experience of Personnel) and by
name. The Training Coordinator shall ensure indoctrination and training
requirements for each OSTI-LLNL position are documented in a Training
Matrix (Attachment 1), or equivalent.

The PM/DPM (or designee) shall approve the Training Matrix

When changes in indoctrination or training requirements or personnel occur,
the PM/DPM (or designee) shall ensure the Training Matrix is updated and
approved as described above,

The Training Coordinator shall maintain and track personnel training files
to determine whether each individual identified on the Training Matrix has
all the required training.

Training Development

3.3.1

3.3.2

3.3.3

Training (including indoctrination) may consist of classroom presentations,
video presentations, read-and-sign material, computer-based training, or
other instructional methods.

The QA Manager shall ensure development of QA Indoctrination materials
that includes the following subjects: an overview of the OSTI-LLNL QA
Program, OSTI-LLNL QA Plan, criteria, applicable codes, regulations, and
standards.

The QA Manager shall ensure development of QA Program Training that
includes an overview of the OSTI-LLNL Project tasks, specific methods of
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5.

3.4 Training

34.1

34.2

3.4.3

3.4.4

RECORDS

implemerting the OSTI-LLNL QA Program, including applicable QIPs and
TIPs and associated job responsibilities and authority, thereof.

Implementation N o
-f'..\ ,

Prior to the employee’s performance of OSTI-LLNL activities, the Training
Coordinator (or designee) shall train employees requiring the QA training
identified above, or shall assign trainers as needed. Training shall, at a
minimum, consist of:

* The initial OSTI-LLNL Project Overview (Attachment 2).
* Specific QIPs/TIPs appropriate to the work to be performed.

OSTI-LLNL Personnel shall complete indoctrination and training as
directed by the Training Coordinator.

OSTI-LLNL Personnel shall document completed indoctrination and
training on Training Attendance (Attachment 3) or obtain evidence of
completed training, and ensure a copy is provided to the Training
Coordinator.

The Training Coordinator shall maintain a file of training completion
documentation for each employee.

Personnel training records identified below fall under the Privacy Act System of Records
and require special handling per OSTI-LLNL-QIP-17.0. QA records shall be submitted to
the Records Center (RC) per OSTI-LLNL-QIP-17.0 as a records package or as individual

records.

4.1 QA Records

Individual Records

Train
Train

ing Matrix
ing Attendance

4.2 Non-QA Long-Term Records

None

4.3 Non-QA Short-Term Records (three years or less retention)

None

RESPONSIBILITIES
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5.1 The PM/DPM (or designee) is responsible for establishing indoctrination and training
requirements for OSTI-LLNL personnel, and approving the OSTI-LLNL Training
Matrix.

3 on

5.2 The QA Manager is responsible for ensuring development of a QA Indoctrination and
Training Program that includes an overview of the OSTI-LLNL QA program, the
OSTI-LLNL QA plan, applicable criteria, codes and regulatory standards, and specific
training to implementing procedures applicable to the work.,

5.3 The Training Coordinator is responsible for maintaining a list of OSTI personnel,
documenting training requirements, and implementing the Training Program as
established by the QA Manager. The Training Coordinator shall track indoctrination
and training for each employee.

54 OSTI-LLNL Personnel are responsible for completing assigned training and
providing the Training Coordinator with documented evidence that training has taken
place,

6. ACRONYMS AND DEFINITIONS

6.1 Acronyms

DOE U.S. Department of Energy

DPM Deputy Project Manager

LLNL Lawrence Livermore National Laboratory
OCRWM Office of Civilian Radioactive Waste Management
OSTI Office of Science & Technology and International
PI Principal Investigator '

PM Project Manager

QA Quality Assurance

QAP Quality Assurance Plan

QARD Quality Assurance Requirements and Description
QIP Quality Implementing Procedure

RC Records Center

TIP Technical Implementing Procedure

6.2 Definitions

Position Description: Documentation maintained for each employee that contains
verifiable minimum education and experience requirements as well as defines the types of
duties and responsibilities expected to be performed.

QA Indoctrination: Information provided to OSTI-LLNL employees that provides an
overview of the OSTI-LLNL QA Program and establishes requirements and responsibilities
in the following subjects: general criteria, applicable codes, regulations, and standards.

7. REFERENCES
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DOE/RW-0333P, Quality Assurance Requirements and Description
OSTI-LLNL-QIP-2.1, Establishment and Verification of Required Education and Experience

of Personnel

OSTI-LLNL-QIP-5.0, Preparing the Quality Assurance Plan and Qualtt)/Techmcal

Implementing Procedures

OSTI-LLNL-QIP-17.0, Records Management

8. ATTACHMENTS

Attachment | - Training Matrix
Attachment 2 - OSTI-LLNL Project Overview
Attachment 3 - Training Attendance

9. REVISION HISTORY

2—! 25 JO S Revision 0, Modification 0

Initial Issue

10. APPROVA
P I VIT®,

Preparer: s (,P{T L Gouoves

Ve Rl

QA Reviewer: (\ cToz 3. ?ﬁ <A ‘S

grteg M

Technical Reviewer: Quto N wJd

d‘@m/ E%’/f//

Project Manager: b Wb B. e ¢ Caugnf




BULKIRT) pambaY 3)edIPUI 0) X0 I UL ., U ng

SN SSe)y

AL, TOTHSO

auauN] sadojdeunsy

Jo ol g

Ry |

‘Wda/Wd "INTT-LISO

sas0ds apqoonyddn o aiaydiig

XLEAL Buiwes [, INTT-LLSO

Ifo1adny
I3 ﬁ.E::__GE?\
0 PO 0 23y ‘0’ g-dIO~INTT1LSO




OSTI-LLNL-QIP-2.0, Rev. 0, Mod. 0
Attachinent 2
Page 1 of 1

OSTI-LLNL QA Program Overview
(Contains Privacy Act Information)

H .
£

Employee Name:

Overview Summary

Description of the OSTI-LLNL QA Program
OSTI-LLNL QA Plan, criteria, applicable codes, regulations, and standards
Organization chart, lines of reporting

Quality Implementing Procedures (QIPs) (applicable required QIPs are documented on
the Training Matrix)

Technical Implementiqg Proceduyes (TIPs) (applicable req.t.l.i”red TIPs are documented on
the Training Matrix)

Surveillances and Audits

OO O 0O00g-d

Location of QA Records

I have been indoctrinated to the above mentioned concepts and documents. I have been trained to
the QIPs/TIPs required for my work and understand that should I have any questions related to
the OSTI-LLNL Project, I may seek assistance from the Principal Investigator / Quality
Assurance Manager or delegate.

OSTI-LLNL Employee/Contractor Signature: Date:

Trainer: Date:

Pl or QA Manager: Date:
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OSTI-LLNL TRAINING ATTENDANCE

Make all entries below in dark ink; single line, initial. and date ali errors.
3

Complete only applicable items.

W

[JClassroom Training
[IBriefing
[IReading Assignment

COther

TITLE/LESSON PLAN/REV.NO.

DATE OF TRAINING:

TIME TRAINING STARTED:

BRIEF SUMMARY OF MATERIAL COVERED:

INSTRUCTOR: (Print Name and Sign)

LOCATION:

PRINTED NAME OF ATTENDEE

(Last, First, Middle Initial) .

SIGNATURE OF ATTENDEE

ORGANIZATION

CONTAINS PRIVACY ACT INFORMATION




